LOUISTIANA STATE MUSEUM

Baton Rouge

General Information

The Louisiana State Museum-Baton Rouge is a stgramid impressive state-of-the-art
museum highlighting the history of Louisiana withghasis on the major events and
persons who impacted the state of Louisiana asasdlhe entire country. The museum,
which is available for occasions of all kinds irdihg daytime functions, business
meetings, after hour events, dinners and receptfongses on the distinct aspects of the
state’s culture that define the Louisiana experesied make Louisiana unique to the rest
of the world.

The museum architecturally is designed to complénienlayout of the State Capitol as
well as other buildings in the Capitol Park area.

Please be informed that the Louisiana State Mugessarves the right to deny the use of
our facilities to any person or organization at ame.

Rental Information

Applicants for all after hours events will donatgift to the Louisiana Museum
Foundation fund designated for use by the StateeMmsfor endowment, education,
acquisitions, publications, conservation, and bagdunction support purposes.
Expenditures of monies in the fund generated bgelt®mnations shall be subject to
approval of the Joint Legislative Committee onbleget prior to expenditure.

The donation for the Baton Rouge facility is $3,0B80ents exceeding three hours will
require an additional donation of $1,000 per hour.

Business Meetings, Lectures, Presentations
Daytime (9am-4pm)

Guests 1-4 Hours 4-8 Hours
1-100 $400 $600
101-200 $500 $700

Evening (After 4pm)

Guests t Hour Each Additional Hour
1-100 $400 $100
101-200 $650 $150



Rental Information (Continued)

An additional cleaning and repair fee$200 duringpublic hours and$300 duringnon-public
hours will be charged for costs involved in prefiaraand post-function cleaning, set-up and
take-down.

Receptions and Similar Functions
Receptions will be held after public business haumy

Guests 1 Hour Each Additional Hour
1-200 $600 $150
201-300 $700 $200
301-500 $800 $250
501-775 $900 $300

An additional cleaning and repair fee of $300 wél charged for costs involved in
preparation and post-function cleaning.

Dinners
Dinners will be held after public business hourk/on

Guests % Hour Each Additional Hour
1-100 $800 $300
101-200 $1000 $400
201-300 $1200 $500
301-470 $1400 $600

An additional cleaning and repair fee of $500 Wwél charged for costs involved in
preparation and post-function cleaning. All dinnensst be catered to include waiters
serving to each table.

Events contracted after February 1, 2010 may bedagkprovide security for their event.
Please speak with your event coordinator regaritiege changes.

All requests must be submitted in writing priotthe anticipated function in sufficient time
to allow for proper planning, coordination, and getion of the necessary written
agreement.

All rentals will be based on a written agreemeghed at least 1 month in advance of the
event by the authorized representative of the Musand the organization or group renting
the space.

Base service charge fees are established to costs of security, custodial, and utility
services. However, the Museum may, at its dismmetnake additional charges based on the
nature of the function. Such additional chargestrbe specified in the rental agreement.



The host organization will designate an authorizmesentative who will be present at the
function and will be responsible for all coordimatiwith the Museum. This individual must
have decision-making authority for the organization

ACTION NECESSARY AND PAYMENT POLICY

All rental contracts must be fully completed, sidrand returned to the Museum
immediately, along with any additional paperworlonder to accommodate scheduling.

A deposit of 50% of the cost indicated in the ventiigreement is required one month
prior to the date of the event. The balance wilpbgable the date of the function.

Checks should be made payable to:
The Louisiana Museum Foundation (donation fees- where applicable)
The Louisiana State Museum (base service charge fees)

If additional information is required, please cantde museum Events Coordinator:

Baton Rouge: Ashley Pierce 225/ 219-0726



LOUISTIANA STATE MUSEUM

Baton Rouge

Catering and Vendor Information

Louisiana State Museum does not provide cateringcss. Host organizations must
make arrangements with the caterer of their choidee Museum reserves the right to
reject caterers that do not comply with the Museuumstructions concerning proper care
of its facilities.

The following rules regarding event catering hagerbestablished to protect the
Museum'’s facilities and the artifacts. Both thetarganization and caterer will
designate to the Museum the name of an individuaharge. The Museum'’s Events
Coordinator and security staff will expect the cexgtion and assistance of that

representative.

1. Smoking is strictly prohibited in all areas of thlelseum. Persons not abiding by
this policy will be asked to leave.

2. Caterers must use electrical appliances tofbedt No open flames may be used
in Museum building. Please check with Events Cowttir for outdoor
lighting/sparklers.

3. Cooking or frying in the Museum is prohibited¢huding the kitchen. Warming
of food in electrical appliances is permitted.

4. Seafood served in the shell is strictly proleithit (Oysters on the half shell,
crawfish, shrimp or crabs that require shuckingl@lling on site are not
allowed.)

5. Potted plants or any other display that requdigsor soil are not permitted in the
building. Cut flowers will be allowed.

6. Any containers used for holding ice must be priypinsulated or wrapped in
newspaper and plastic to prevent moisture on gl Containers not properly
insulated will not be allowed in the building.

7. ltis the caterer’s responsibility to bus gussias and to pick up glasses and/or

food containers. Nothing is to be placed on tbatfiobby desk, display cases,
pedestals, ledges, or any other exhibition pietls. includes placing a bus tray
near the entrance to the galleries (if the galiegiee open for the event) to prevent
food or drinks from going into the museum galleries



8. Itis the caterer’s responsibility to remove adisih from the Museum. A dumpster
is avialabe in the back of the museum for catestadf to place all garbage. Trash
will not be placed on adjacent sidewalks for ciiigkpup.

9. The caterer and other vendors may begin setramours before the event. This,
however, does not include public areas of the nms&et up for public areas of
the facility including the Lobby, are not permittentil after public business
hours. All vendors must clear the Museum within boar after the closing of the
function. Any time over the allowed hour will réssun extra charges to the host
organization in accordance with the museum’s houade.

10. All tables and chairs brought into the museuch ta be placed on non-carpeted
floors must be outfitted with felt pads to preveatatching and scuffing of the
floors.

11. The museum will not remove its own exhibitions oll@ctions to accommodate
building use by the host organization and/or catere

12. No special displays, decorations, or equipmenparaitted unless approved by
the Museum director and finalized ten days in adean a written agreement
with the Louisiana State Museum.

Please be advised that caterers and vendors whota@@mmply with these rules will not
be allowed to cater future events at the Louisiatae Museums. The host organization
is responsible to ensure that the caterer compiitbsthese instructions.

Thank you in advance for your cooperation.



LOUISIANA STATE MUSEUM
Baton Rouge

Rules and Regulations- Wedding Receptions

Weddings are very special events and demand attetatia few extra details. The
specific regulations listed below are in additiorthose outlined in the Rental
Information Packet.

* The wedding cake may be displayed and served arthei first floor Lobby or Multi-
purpose room.

* Tossing of anything (including bouquets, gartensl ace) is prohibited inside the
Museum. These activities may take place outsidéthlding. ltems such as sparklers
are not allowed under the Museum'’s outdoor Plazaiay be used on the adjacent
sidewalks. A vendor will be required to place shodkets for the discarding of used
sparklers.

» All picture taking, going-away activities, cake-tin), etc., is to take place during the
time frame for which the Museum is scheduled. Gdterer and/or family are
responsible for scheduling the various activitied maintaining the time schedule. Any
overage of time or guests will be charged at thesrapecified in the rental agreement.

* The Museum cannot be responsible for wedding gitsight to the reception. The
caterer or the family should make arrangementsdeive and store gifts during the
reception and for transporting the gifts home imiaiedly following the reception.

» The State Museum does not provide materials oopeed for coat checks. These should
be arranged in advance with the caterer.

* Because the Museum exhibits many historically irtgody priceless works of art and
artifacts, certain considerations are given to ssiee movement, loud music, and
congestion. Therefore, musical accompaniment neayg mpproval by the museum’s
event's coordinator. Dancing and other such adviare permitted, but will be
monitored by Museum personnel to ensure the pioteof exhibits.

» All outside organizations and individuals holdingests in the State Museum properties
are required to sign an Indemnification Agreemerut arovide proof of insurance with
the LSM listed as an additional insured party. cierequirements are outlined in the
Rental Information Packet. This type of insuracae usually be purchased for the
duration of the event. Please contact your insagagent for details.

Thank you for your attention to these regulatianisich are designed to protect the
State Museum'’s facilities and artifacts. For athyeo questions, please contact the
Museum events coordinator at: 225/219-0726



LOUISIANA STATE MUSEUM

Baton Rouge

INSURANCE REQUIREMENTS FOR LESSEES (NO AUTO RISKS)

Lessee shall procure and maintain for the duraifahe contract insurance against claims for
injuries to persons or damages to property which anese from or in connection with the
Lessee’s operation and use of the leased premiiesost of such insurance shall be borne by

the Lessee.

A. MINIMUM SCOPE OF INSURANCE

Coverage shall be at least as broad as:

1.

Insurance Services Office form number GL 0002 (E£73)
covering Comprehensive General Liability and Insoea
Services Office form number GL 0404 covering Bréadm
Comprehensive General Liability; or Insurance SmwiOffice
Commercial General Liability coverage (“occurreif@en” shall
not have a “sunset clause.”

Worker's Compensation insurance as requiredéy aibor
Code of the State of Louisiana and Employers Liigbil

Coverage.

B. MINIMUM LIMITS OF INSURANCE

Lessee shall maintain limits no less than:

1. Comprehensive General Liability: $1,000,000 comabd single

limit per occurrence for bodily injury, personajury and

property damage.
Workers' Compensation and Employers Liabilityokkers’
Compensation Limits as required by the Labor Cddbe State

of Louisiana and Employers Liability coverage.

C. DEDUCTIBLES AND SELF-INSURED RETENTIONS

Any deductibles or self-insured retentions mustibelared to and approved by the
Agency. At the option of the Agency, either: theurer shall reduce or eliminate
such deductibles or self-insured retentions aseasghe Agency, its officers,
officials and employees; or the Lessee shall pmeaupond guaranteeing payment of
loses and related investigations, claim administnedand defense expenses.



Insurance Requirements Page 2

D. OTHER INSURANCE PROVISIONS
The polices are to contain, or be endorsed to guritee following provisions:

1. General Liability

a. The Agency, its officer, officials, employeeglan
volunteers are to be covered as “additional insafe
respects: liability arising out of premises owned,
occupied, or used by the Lessee. The coverage shall
contain no special limitations on the scope of geton
afforded to the Agency, its officers, its officials
employees or volunteers.

b. Any failure to comply with reporting provision$ the
polices shall not affect coverage provided to tlyercy,
its officers, its officials, employees or voluntser

c. Coverage shall state that the Lessee’s insuisirale
apply separately to each insured against whom dkim
made or suit is brought, except with respect tdithits
of the insurer’s liability.

2. Workers’ Compensation and Employers Liabilitw€age

The insurer shall agree to waive all rights of sgfation against
the Agency, its officers, its officials, employess®d volunteers
for losses arising from the leased premises.

3. All Coverages

Each insurance policy required by this clause dieakndorsed
to state that coverage shall not be suspendededpicncelled,
reduced in coverage or in limits except after h{B0) days
prior written notice by certified mail, return regerequested,
has been given to the Agency.

E. ACCEPTABILITY OF INSURERS

Insurance is to be placed with insurers with a Beating of no less than A:VI. This
requirement will be waived for worker's compensatamverage only for those
contractors whose workers’ compensations covemgkaced with companies who
participate in the State of Louisiana Worker’'s Cemgation Assigned Risk Pool or
Louisiana Workers’ Compensation Corporation.

F. VERIFICATION OF COVERAGE

Lessee shall furnish the Agency with certificategsurance affecting coverage
required by this clause. The certificates for eashirance policy are to be signed by
a person authorized by that insurer to bind covemyits behalf. The certificates are
to be received and approved by the Agency befardetlise commences. The Agency
reserves the right to require complete, certifieplies of all required insurance
polices, at any time.



